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Absenteeism : 
Absenteeism and the 


Theory (D) 
The Birthday Absence (C).... 


Alcoholism 


What to Say to An Alcoholic.. Jan. 


Appraisal - 


What to Say to An Alcoholic... Jan. 
The Disciplinary Interview (D) Apr. 
The Supervisor’s Three Tough- 
est. Communication Prob- 
lems: No. 3 Appraisal...... 
Cause for Dismissal (C)...... 
Improving Work Operations: 
One Company’s Approach 
When An Employee Becomes A 


May 
Jun. 


Jul. 


Don’t Underestimate Older 
When You Have to Fire a Man 
Build a Winning Team With 
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Better Appraisals 
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IF YOU WERE THE ARBITRATOR: 
Verbal Misunderstanding ..... Jan. 17 
The Reneged Resignation. .... Feb. 29 
The Abrupt Discharge....... 
The Bear Apr. 17 
The Lenient Supervisor....... May 23 
The Lazy Meter Readers...... Jun. 21 
Who’s Boss Around Here?.... Jul. 13 
Controllable Circumstances ... Aug. 19 
The Silent Contract.......... Sep. 17 
Still on Probation. ........++: Oct. 27 
Interrupted Overtime ........ Nov. 13 
Unqualified or Unwilling? ..... Dec. 13 
Automation 
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What Industry Hopes to Learn 

From Nature (D) ........ Feb. 51 
What Punched Cards Can do 

(D). Jun. 39 
The Telephone Grows Up (D) Sep. 54 
Boss-Supervisor Relationships 
Is Your Idea Worth Trying? 3 

(D) Jan. 48 
You’ve Got the Ball . . . Now 
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Keeping Your Boss Informed | 
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Five Keys to Better Letter Writ- 
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Is Your Idea Worth Trying? 
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Why Delegation Goes Wrong.. Feb. 4 
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Settling Grievances 
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Teaching Means Helping People 
to Learn (D) 
Some Tips on Writing Better 
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Make Those Meetings Pay Off. 
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Four Steps to Better Grievance 
Handling 
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Are Your Safety Signs Doing 
Their Job? (D) 


Build a Winning Team With. 


Better Appraisals 


Cost Control 


A New Way to Reduce Fire 
Damage (D) 
Six Copies, Please (D) 
The High Cost of Company 
Scrounging (D) 
3 Steps to Better Preventive 
Maintenance (D) 
What to Do When Costs Climb 
Higher (D) 
- Improving Office Methods (D). 


Nov. 47 


Nov. .52 


Dec. 14 


Jan. 


Feb. 
Feb. 
Feb. 


Mar. 
Mar. 


To Cut Costs But Not Quality— © 


Be Your Own Value Analyst. 
Plant Lighting: The Advantages 
of Planned Maintenance (D) 
- Cutting Costs: Get Everyone 


What It Takes to Make Training 
New Systems: What You Can 
Learn From Other Compa- 
Your Stake In Off-the-Job 


8 Ways to Prevent Office Theft 
(D) 
Improving Work Operations: 
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May 4 
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Jul. 


One Company’s Approach 
(DD) 
The Maintenance Costs You . 


Shouldn’t Have (D) 
Costs You Can Reduce 

Through Better Planning ... 
The Price of Poor Housekeeping 
Three Ways to Measure Clerical 
_ Performance (D) 


to Cut Back Overtime 


Paperwork Management: How 
Well Do You Rate? ....... 
The Camel’s Back (C) 
New Man In Industry: The 
Value Engineer (D) 
Cutting Costs With Temporaries 
(D) 


Jul. 


Aug. 10 


Aug. 
Sep. 
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Oct. -12 
Oct. 
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(A )—Arbitration Case; (D)—Digest: (C)—Case 


Overstaffing — Or How to Live 


Dangerously 


Counseling 


What to Say to An Alcoholic. . 


Identifying Emotionally Dis- 


turbed Employees (D) .... 
How to Survive a Systems 
Change | 
The Disciplinary Interview (D) 
The Supervisor’s Three Tough- 


est Communication Prob- 
lems: No. 3 Appraisal ..... 
Settling Grievances Where 
There Is No Union ........ 
When An Employee Becomes A 
Don’t Underestimate Older 


When You Have to Fire a Man 
(D). 


Creativity 


Is Your Idea Worth Trying? 
(D) 
You’ve Got the Ball . 
Run With It! 
Constructive Conflict ....... 
The Case of the Insincere Su- 
pervisor (C) 
To Cut Costs But Not Quality 


. Bé Your Own Value | 


Get Everyone 


Analyst 
Cutting Costs: 
Into the Act 
Why Don’t We Try It This 
Way? (D) 


an to Put Ideas to Work 


What Goes Into A New 
How to Put Ideas to Work 
2. How to Get ideas You 
Need 


to Put Ideas to Work. 


3. Getting Your Ideas Ac- 
cepted 


Keep Those Suggestions Com-- 


ing (D) 


Decision-Making 
(See also Problem-Solving) 


You’ve Got the Ball . . . Now 
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Constructive Conflict 
How to Improve Your Decision- 

Making (D) 
Ethics and the Supervisor .... 


Delegation 


Need More Time?.. 
Where To Find It 
Why Delegation Goes Wrong. . 
What It Takes to Take Charge 
(D) 
Are Your Subordinates Afraid 
to Make Mistakes? ........ 
How to Make a Work Distribu- 
tion Analysis 
Why Don’t We Try It This 
Way? (D) 
Controlling Clerical Work With 
Short-Interval Scheduling (D) 
Priorities: Key to Better Work 
Scheduling (D) 
Delegation and the Reluctant 
Supervisor 


. Here’s 


Give New Assignments to Cre- | 


: ate New Incentive | 
The Second In Command (D). 


The Time Matrix: A New Short-- 


Cut for Project Scheduling. . 


Discipline 
(See also Absenteeism) 


Are Your Subordinates Afraid 

to Make Mistakes? ........ 
The Abrupt Discharge (A) ... 
The Disciplinary Interview (D) 
Discipline Is a State of Mind... 
The Supervisor’s Three Tough- 

est Communication Prob- 

lems: No. 3 Appraisal ..... 
The Lazy Meter Readers (A).. 
Cause for Dismissal (C) 
The High Price of Management 

by Guilt (D) 
Who’s Boss Around Here? (A) 
The Maintenance Costs You 

Shouldn’t Have (D) 
A Private Affair? (C) 
Why Subordinates Clash (D).. 
When You Have To Fire a Man 


Discipline: You Have to Ac- 
centuate the Positive ....... 
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How to Lick That Pro- 


duction Slump 


| Dismissal 


The Abrupt Discharge (A) ... 
The Lenient Supervisor (A) .. 
The Lazy Meter Readers (A).. 
Cause For Dismissal (C)..... 
Still On Probation (A)....... 
When You Have To Fire a Man 

(D) 


Economics For Everyday 


Labor in Europe ... Some 
Growing Problems ........ 
Why Dollar Bills Look Differ- 
ent (D) 


| Employee Development 


Are Your Subordinates Afraid 


to Make Mistakes? ........ 
The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 2 Training ...... 
Cutting Costs: Get Everyone 
The Supervisor’s Three Tough- 
est Communication Prob- 


lems: No. 3 Appraisal 
What It Takes To Make Train- 
ing Pay Off (D) 
Training: Do You Know Your 
Goals? 
Bring Out the Best in Younger 
Workers 
Why Don’t We Try It This 
Way? (D) 
Employees Must Want To Do 
Their Best 
Give New Assignments to Cre- 
ate New Incentive 
Teaching Means Helping People 
To Learn 
The Second In Command (D). 
Discipline: You -Have To Ac- 
centuate The Positive 
Six Ways To Speed Employee 
Learning 
Build a Winning Team With 
Better Appraisals 


Keep Those Suggestions Com- 
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Grievances 
(See Arbitration) 


: Danger Spots in Grievance Han- 


Settling Grievances Where 

There Is No Union ........ 
The Gripes of Wrath ........ 
Four Steps to Better Grievance 


Group Inferaction 


Work Sampling: First Step To 
Higher Productivity ....... 
How to Make a Job Safety 
Analysis...... tre 
Constructive Conflict ........ 
How to Survive .a Systems 
- Cutting Costs: Get Everyone 


How To Make A Work Distri- 
bution 
The High Price of Management 
By 
Improving Work Operations: 
One Company’s Approach 
(DD) tiene 
Why Subordinates Clash (D).. 
Make Those Meetings Pay Off. 
How To Improve Communica- 
tion Between Shifts (D).. 
How to Lick That Holiday Pro- 


Health 


What to Say to An Alcoholic. . 
Identifying Emotionally Dis- 
turbed Employees (D) .... 
Keeping Emotionally Fit (D).. 
’ Danger Under the Sun ....... 
_ Guarding Workers Against In- 
dustrial Noise (D) ........ 
Rx For Tired Feelings (D).. 
When an Employee Becomes a a 
How To Live To Be 100 ...... 
A New Lease On Industrial Life 


Hiring 
Employee Selection: Don't 
Overshoot the Mark ....... 


Jan. 


Jul. 


14 


42 


9 


Don’t Hurry Your Hiring (D). Aug. 36 
Evaluating a Handicapped Job : 


Applicant (D) ed Dec. 41 
Housekeeping 
A New Way to Reduce Fire 
Damage Jan. 42 
How to Foresee Operating Diffi- 
3 Steps to Better Preventive 
Maintenance (D) ......... Apr. 54 


- Built-In Safety Is the Best (D). May 49 


The Price of Poor Housekeeping Aug. 15 


_ Induction 
Memo to a New Supervisor.... May 10 
Bring Out the Best In Younger 
Workeré. Jun. 17 


The Second In Command (D). Sep. 48 


Inter-Departmental Relationships 


Management Specialists Can 
Help You ... Hf You. Let 


Constructive Conflict ...... .- Mar. 15 
Cutting Costs: Get Everyone 

Into the May 4 


Memo to a New Supervisor ... May 10 
What the Supervisor Should 
Know About Company Or-. 
Are Your Memos On Target?.. Aug. 39 
Meetings: Make Your Partici- | 
pation COME. Nov. 14 


Interviewing 
Some Tips on Interviewing (D) Mar. 38 
The Disciplinary Interview (D) Apr. 40 


- The Supervisor’s Three Tough- 


est Communication Prob- 


lems: No. 3 Appraisal ..... May 20 
Build a Winning Team With 

Better Appraisals Dec. 14 
Leadership 
Profile of a Manager On His 

Way Up (D) Jan. 40 
Danger Spots in Grievance Han- 

Now! Feb. 13 
What It Takes. To Take Charge 

(D) Feb. 40 


(A rbitration Cam (C)—Case 
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The Supervisor's Three Tough- 
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est Communication Prob- 
lems: No. 1 Persuasion .... 
Unfriendly Persuasion ....... 
Are Your Subordinates Afraid 
to Make Mistakes? ........ 
The Supervisor’s Three Tough- 
est Communication Prob- - 


lems: No. 2 Training 
How to Plan and Conduct an 
Effective Meeting (D) 
Cutting Costs: Get Everyone 
the obe 
_ Discipline Is a State of Mind.. 
Make Yourself a Better Man- 
ager (D) 
Bring Out the Best in Younger 
Workers 
Employees Must Want to Do 
Their Best 
Give New Assignments to Cre- 
_ ate New Incentive 
The Second In Command (D). 
Make Those Meetings Pay Off. 
Discipline: You Have to Ac- 
centuate the Positive ...... 


When You're Promoted or 
Overstaffing — Or How to Live 


Don’t Be Afraid to Rock the 
Boat 


Maintenance 


Apr. 


Apr. 


A New Way to Reduce Fire — 


Damage (D) 
How to Foresee Operating Diffi- 
culties (D) 
3 Steps to Better Preventive 
Maintenance (D) 
What to Do When Costs Climb 
Higher (D) 
Plant Lighting: The Advantages 


of Planned Maintenance (D) | 


The Maintenance Costs You 
Shouldn’t Have (D) 


The Price of Poor Housekeep- | 


How to Cut Back Overtime 
Costs (D) 
What’s Wrong With Our Atti- 

tude Toward Service Jobs (D) 

Take a Look at Your Filing 
System (D) 


Nov. 


y 30 


50 


Managing Your Job 


Need More Time? Here’s Where 
Time 

Profile of a -Manager on His 
Way Up (D) 

How to Foresee _— Diffi- 

Management Specialists Can 
Help ... If You Let Them!. . 

Five Ways to Misuse an a 

You've Got the Ball . . . Now 


What It Takes to Take Charee 


(D) 
Constructive Conflict 


Are Your Subordinates Afraid 


to Make Mistakes? ........ 


Supervision: It’s the Same the 


Whole World Over 


Watch Your Telephone Man- 


ners 
Take Time to Save Time (D).. 
Six Ways to Put More Life Into 
Your Job (D) 
Discipline is a State of Mind. . 
Make Yourself a Better Man- 
ager (D) 
What the Supervisor Should 
Know About Company Or- 
ganization 
The High Price of Management 
by Guilt (D) 
It's All In How You Play the 
Game 
Five Guideposts for Managers. . 
How to Improve Your Decision 
Making (D) 
Delegation and the Reluctant 
Supervisor 
If at First You Do Not Fail. . 
When Silence i is Golden (D).. 


When Promoted or 
Transferred 


Ethics and the Supervisor .... 


You and Your Job: A Check | 


List (D) 
How Flexible Are You? (D).. 
Don’t Be Afraid to Rock the 

Boat 
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Keep Those Suggestions Com- 
ing (D) 
- You Can Automate Your Rou- 
tine Tasks (D) 


Manpower 

The Emerging Blue-Collar Elite 

Labor in Europe... 

_ Growing Problems (D) . 


Tips on Temporaries 
Bring Out the Best in Younger 
Employee Selection: Don’t 
Overshoot the Mark ....... 
Don’t Hurry Your Hiring (D). 
Don’t Underestimate Older 


What’s Wrong With Our Atti- 
tude Toward Service Jobs? 
(D) 

New Light on the Woman 

Worker 


(D) 


- Meetin gs 


Are You Listening? (D)...... 
Don’t Be Afraid to Read Your 
Speech 
How to Plan and Conduct An 
Effective Meeting (D) 
The Three Levels of Listening. 
Make Those Meetings Pay Off. 
Five Ways to Distract Any Au- 
Meetings: Make Your Partici- 
pation Count ............. 


Methods Improvement 


Need More Time? Here’s Where 
Careless Handling: Industry’s 
No. 1 Injury Problem 
Work Sampling: First Step to 
Higher Productivity 


A Néw Way to Reduce Fire - 


Damage (D) 
How to Make a Job waiety 
Analysis 
The How, What, and Why of 
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3 Steps to Better Preventive 
Maintenance (D) 


Feb. 


What to Do When Costs Climb . 


Higher (D) 
Work Efficiency: A New Look 
At Some Old Beliefs.(D) . 
3 Basic Systems of Indexing (D) 
Improving Office Methods (D) 
How to Survive a Systems 

Change 


Paperwork Systems Need Peri-. 


odic Checkups, Too........; 


To Cut Costs But Not Quality— 


Be Your Own Value Analyst 
Take Time to Save Time (D).. 
How to Plan and Conduct An 
_ Effective Meeting (D) 
Six Ways to Put More Life Into 

Your Job (D) 


- Plant Lighting: The Advantages 


of Planned Maintenance (D) 
Cutting Costs: Get Everyone 
into thé AGE 


The Supervisor’s Three Tough-- 


Prob- 


est Communication 
lems: No. 2 Appraisal 


~ How to Make a Work Distribu- 


tion Analysis 
What It Takes to Make erin 
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Learn From Other Compa- 
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Training: Do You Know Your 
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Guarding Workers Against In- 


dustrial Noise (D) | 


Eight Ways to Prevent Office - 


Theft (D) 
How to be Fall-Safe (D) 


Make Your Reports Talk For 
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The Critical Path Method: A 
Planning Tool For Special 
Projects 
The Three Levels of Listening. . 
Improving Work Operations: 
One Company’s Approach (D) 
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Controlling Clerical Work With . 


Short-Interval Scheduling (D) 
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10 Costs You Can Reduce 
Through Better Planning.... 
Individualize Your Safety Train- 
ing (D) 
Good Systems are Made, Not 
Born (D) 
How to Improve Your Decision 
Making (D) 
Priorities: Key to Better Work 
Scheduling (D) 
Delegation and the Reluctant 
Supervisor 
Teaching Means Helping People 
to Learn (D) 
Some Tips On Writing Better 
Reports (D) 
Three Ways to Measure Clerical 
Performance (D) 
Make Those Meetings Pay Off. 
Paperwork Management: How 


Well Do You Rate? ........ 
How to Write a Job Reference 
The Five Basic Elements of Re- 
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How To Improve Communica- 


tion Between Shifts (D) .... 


Take A Look At Your Filing 
System (D) 
The Time Matrix: A New Short 
Cut for Project Scheduling .. 


Morale 


Losers Weepers (C) 
Now! 
A Plain Case of Sabotage (C). 
Absenteeism and the Germ The- 


The Supervisor’s Three Tough- 
est Communication  Prob- 
lems: No. 1 Persuasion .... 
Unfriendly Persuasion-....... 
Are Your Subordinates Afraid 
to Make Mistakes? ........ 
Identifying Emotionally Dis- 
turbed Employees (D) ..... 
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There Is No Union 
The Gripes of Wrath 
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Employees Must Want To Do 
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ate New Incentive ......... 
When An Employee Becomes A 
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When Silence Is Golden (D) .. 
Why Subordinates Clash (D).. 
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Don’t Underestimate Older 
Discipline: You Have to Ac- 
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Ethics and the Supervisor .... 
Build A Winning Team With 
Better Appraisals 
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The Supervisor’s Three Tough- 
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Work Efficiency: A New Look 
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Cutting Costs: Get Everyone 
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_ The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 3 Appraisal 

How to Make a Work Distribu- 
tion Analysis 

Training: Do You Know Your 
Goals? 

Bring Out the Best in Younger 
Workers 

The Lazy Meter Readers (A).. 

Your Stake In 


| 
Why Don’t We Try It This 
‘Employee Selection: Don’t 
Overshoot the Mark ....... 


Employees Must Want To do 


Their Best 
:10 Costs You Can. Reduce 
Through Better Planning. . 


' The Price of Poor Housekeeping. 


Give New Assignments to- Cre- 
ate New Incentive 
When An Employee Raneanes a 
Problem 


Three Ways to Measure Clerical | 


Performance (D) 
_ Money and Motivation . 
- What’s Wrong With Our Atti- 
tude Toward Service Jobs? 
(D) 
Discipline: You Have to Ac- 
centuate the Positive 
Six Ways to Speed Employee 
Learning (D) 
Build a Winning Team With 
Better Appraisals .......... 
Keep Those Suggestions Com- 
ing (D) 


Office Management 


(See also Appraisal; Base-Supervi- | 


Off-The-J ob 


sor Relationships; Communication; 
Creativity; Decision-Making; Dele- 
- gation; Induction; Interviewing; Job 


Description; Leadership; 


Morale; 


Motivation; Planning; 


Writing) 


Need More Time? Here’s Where 
to Find It 


Time 


(A)—Arbitration Case; (D)—Digest; (C)—Case 


How to Catch a Cold 


Six Copies, Please (D)....... 
3 Basic Systems of Indexing (D) 


How to Survive a Systems 


Change 


Feb. 
-Mar. 


Paperwork Systems Need Peri- — 


odic Checkups, Too........ 


To Cut Costs But Not Quality— 


Be Your Own Value Analyst. 
New Systems: What You Can 
Learn From Other Compa- 
nies (D) 
Tips on Temporaries 


Apr. 


Eight Ways to Prevent Office | 


Theft (D) 
Controlling Clerical Work With 
Short-Interval Scheduling (D) 
How to Select a Desk (D).... 
Priorities: Key to Better Work 
Scheduling (D) 
Three Ways to Measure Clerical 
Performance (D) 
Paperwork Management: 
Well. Do You Rate? 
Cutting Costs With Temporaries 
(D) 
Take a Look At Your Filing 
System (D) 


Personal Management 


What’s the Cash Value of An 
Educatig@T 


This Business of Budgeting (D) 


How’s Yous Tam 
Why Children Have Accidents. 
How Much Is Your Social Se- 
curity Card Worth? ....... 
Danger Under the Sun........ 
Some Safety Tips for Boat 
Owners 


‘What You Can Do to Increase 


Your Gas Mileage | 
How to Live to Be 100....... 


Why Your Child May Need 


Glasses 
What You Should Know About 
Savings Bonds 


Planning 

Need More Time? Here’s Where 
to Find It 

How to Get Less Done in More 
Time 


eee ee. 


Jul. 
Jul. 


Aug. 
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May 20 
Moy 2 
Ap. 13 
wan) 
18 
Jun. 17 
Jun. 21 
May 52 
Jun. 24 Jun. 14 
Jun. 37 Jun. 45 
Jul. 9 47 
52 
Aug. 8 
55 
Aug. 10 
Aug. 15 Sep. 40 
Sep. 22 Nov. 44 
Sep. 40 Novy. 50 
Oct. 16 
Oct. 50 
Jan. 27 
Nov. 4 Feb. 26 
Mar. 22 
Nov. 18 Apr. 31 : 
Dec. 14 May 35 
Jun. 28 
Dec. 39 
Jul. 29 
Sep. 25 
| 
Nov. 35 
ow to Get Less Done in More : 


Work Sampling: First Step to 


Higher Productivity 
How to Foresee Operating Difii- 
culties (D) 
Danger Spots in Grievance Han- 
dling (D) 
Is Your Idea Worth Trying? (D) 
How to Make a Job Safety 
Analysis 
Three Steps to Better Preventive 
Maintenance (D) 
Some Tips on Interviewing (D) 
Don’t Be Afraid to Read Your 
Speech (D) 
How to Survive a Systems 
Change 
Paperwork Systems Need Peri- 
odic Checkups, Too 
The Disciplinary Interview (D) 
Take Time to Save Time (D).. 
How to Plan and Conduct An 
Effective Meeting (D) ... 
Six Ways to Put More Life Into 
Your Job (D) 
Plant Lighting: The Advantages 
of Planned Maintenance (D) 
Cutting Costs: Get Everyone 
How to Make a Work Distribu- 
tion Analysis 
Training: Do You Know Your 
Goals? 
Tips on Temporaries 
Why Don’t We Try It This 
Way? (D) 
Settling Grievances 
There Is No Union 
The Critical Path Method: A 
Planning Tool for Special 
Projects 
Controlling Clerical Work With 
Short-Interval Scheduling (D) 


Where 


Jan. 
Jan. 


Jan. 
Jan. 


Feb. 
Feb. 


Mar. 
Mar. 


Apr. 


Apr. 
Apr. 
Apr. 


. Apr. 


A pr. 
Apr. 
May 
May 


Jun. 
Jun. 


Jun. 


Jul. 


Jul. 


Jul. 


Ten Costs You Can Reduce © 


Through Better Planning ... 
Priorities: Key to Better Work 
Scheduling (D) 
How to Cut Back Overtime 
Paperwork Management: How 
Well Do You Rate? ........ 
Take a Look At Your Filing 
System (D) 
How to Lick That Holiday Pro- 
duction Slump 


Aug. 


Aug. 


Sep. 
Oct. 


Dec. 


10 


Plant and Equipment 


A New Way to Reduce Fire 
Damage (D) 
How to Foresee Operating Diffi- 
culties (D) 
Three Steps to Better Preventive 
Maintenance (D) 
Hand Tools Can Hurt 
To Cut Costs But Not Quality— 
Be Your Own Value Analyst. 
Plant Lighting: The Advantages 
of Planned Maintenance (D) 
Built-in Safety Is the Best (D). 
Eight Ways to Prevent Office 
Theft (D) 
How to Select a Desk (D) . 
What Industrial Adhesives Can 
Do (D) 
The Price of Poor Honcekenslan 


Help You—If You Let Them 
Constructive Conflict 


What to do When Costs Climb 


Higher (D) 


How to Survive a Systems_ 


Change 
The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 2 Training 
Cutting Costs: Get Everyone 


Jan. 
Jan. 


Feb. 


Mar. 


Apr. 


Apr. 
May 


Jun. 
Jul. 


Jul. 


Aug. 


Sep. 


Jan. 
Jan. 


Feb. 


Mar. 
Mar. 


Apr. 


Apr. 


May 


Eight Ways to Prevent Office | 


Theft (D) 


The High Price of Management 


How to Put Ideas to Work... 
Settling | Grievances Where 

There is No Union......... 
The Gripes of Wrath......... 


Improving Work Operations: 


One Company’s 


Approach 
(D) 


Put Ideas to Work 2. How to. 


Get the Ideas You Need.... 


(A)—Arbitration Case; (D)-Digen; 


52 SUPERVISORY MANAGEMENT | 


Jun. 


Jul. 


Jul. 


Jul. 


Jul. 


Aug. 


54 


45 
30 


44 
15 
54 


44 
47 


The Telephone Grows Up (D) 

Problem-Solving 
(See also Creativity; Decision- 
Making) 

_ How to Foresee Operating Diffi- 

Danger Spots in Grievance Han- 

Management Specialists Can 


41 
20 


22 
44 42 
| 
55 
9 12 
18 
41 
13 
£ 
47 
50 
53 
54 
| 4 
24 
16 
4 
14 
mm 20 2 
4 
4S 
52 
14 
| 
Nov. 50 
| 
| 


When An Employee Becomes A 
Problems ‘wees 
How to Cut Back Overtime 
Why Subordinates Clash (D).. 
Don’t Underestimate Older 
Four Steps to Better Grievance 
When You Have to Fire a Man 
(BD) 
The Time Matrix: A New Short 
Cut for Project Scheduling .. 
How to Lick That Holiday Pro- 
duction Slump ............ 


Productivity 


Sep. 22 
Sep. 43 


Sep. 40 


Oct. 18 


Oct. 24 


Oct. 40 


Dec. 21 


Dec. 10 


(See also Methods Improvement; 


Morale; Motivation) 
_ Need More Time? Here’s Where 


Work Sampling:. First Step to 
Higher Productivity ....... 
Why Delegation Goes Wrong. . 
Constructive Conflict ........ 
Work Efficiency: A New a 
At Some Old Beliefs (D).. 
Take Time to Save Time (D) . 
How to Make a Work Distribu- 
hon 
Improving Work |. Operations: 
One Company’s . Approach 


Ten Costs You Can Reduce 
Through Better Planning. ... 
Priorities: Key. to Better Work 
How to Cut Back Overtime 
Paperwork Management: How 
Well Do You Rate? ......... 


Don’t Overlook Subordinates’ ’ 


Hidden Talents (D) ....... 
How to Lick That Holiday Pro- 
duction Slump ...... 


’ Profile of a Manager on His 
Way Un 


Make Yourself a Better Man- 


seer 


(A )—Arbitration Case; (C)—Case 


Jan. 4 


Jen. 


Jan. 22 


Feb. 4° 
Mar. 15 


‘Jan. 40 
May 39 


When You're Promoted or > 


Transferred Nov. 8 
Don’t Overlook Your Subordi- 
nates’ Hidden Talents (D) .. Nov. 42 


Public Speaking 


Don’t Be Afraid to Read Your 


Speech (DD) Mar. 41 
How to Plan and Conduct an — 
Effective Meeting (D) ..... Apr. 50 
Six Ways to Put More Life 

Into Your Speech ....cse-e. Apr. 53 
Make Those Meetings Pay Off Sep. 4 
Five Ways to Distract Any Au- 


Meetings: Make Your Partici- 


nation Comet Nov. 14 


Quality Control 
(See also Communication; Cost 
Control; Training) 

To Cut Costs But Not Quality— — 


Be Your Own Value Analyst Apr. 18 
Employees Must Want to Do 


Their Aug. 9 
Paperwork Management: How 

Well Do You Rate?........ Cae. 
Retirement | 
Don’t Underestimate Older — 

Workers. Oct. 18 
Safety | 
Careless Handling: Industry’s 

No. | Injury Problem ..... - Jan. 19 
A New Way to Reduce Fire 

Damage (D) ..... Jan. 42 
How to Foresee Operating Diffi- © 

culties (2D) Jan. 44 
How to Make a Job Safety | 

Analyais. . Feb. 9 
Hand Tools Can Hurt. cisbewes Mar. 12 


Why Children Have Accidents. Apr. 31 
Built-In Safety Is the Best (D). May 49 
Your Stake in Off-The-Job 


Safety Jun. 24 
How to be Fall-Safe Jun. 47 
Some Safety Tips For Boat 

Owners Jul. 29 
Individualize Your Satety Train- 

ing CD) Aug. 41 
Are Your Safety Signs Doing 


Their Job? Nov. 52 
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How to Get Less Done in More 

Mar. 36 
Apr. 47 
May 24 
4) 
Aug. 10 
Aug. 55 
. Sep. 43 
Oct. 12 


If Employees Complain About 
Their Safety Glasses (D) ... 


Self-Development 


Need More Time? Here’s Where 
to Find It 
Profile of a Manager on His 


Is Your Idea Worth Trying? (D) 
Are You Listening? Oe 
You've Got the Ball . - Now 
What It Takes to Take Charge 
Don’t Be Afraid to Read Your 
CEP) 
Paperwork Systems Need Peri- 
odic Checkups, Too........ 
Six Ways to Put More Life Into 
meur Speech .......%. 
Make Yourself a Better Man- 
Keeping Emotionally Fit (D).. 
The High Price of Management 
The Three Levels of Listening. . 


Its All In How You Play the. 


Game 
Put Ideas to Work: 2. How to 
Get the Ideas You Need.... 
How to Improve Your Decision- 
Making (D) 
Make Those Meetings Pay Off. 
Meetings: Make Your Participa- 
tion Count | 
How Flexible Are You? (D) .. 
Don't Be Afraid to Rock the 
Boat 


Dec. 


Special Supervisory Problems 


What to Say to An Alcoholic... 
Identifying Emotionally Dis- 
turbed Employees (D) 
How to Survive a Systems 
Change 
The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 2 Training ...... 
The Third Musketeer (C) . 
Training: Do You Know Your 
Goals? 
Tips on Temporaries 


Jan. 


Mar. 


Apr. 


Apr. 
May 


Jun. 


12 


47 


23 
29 


10 
14 


Bring Out the Best in Younger 
Workers 
When An Employee Becomes a 
Problem | 
Why Subordinates Clash (D).. 
Don’t Underestimate Older 
When You Have to Fire a Man 
New Light On the Woman 
Worker 
How to Lick That Holiday Pro- 
duction Slump 
Evaluating a Handicapped Job 
Applicant (D) 


Technology 
(See also Automation) 


Fuel Cells: New Source of In- 
dustrial Energy (D) 
What Industry Hopes to Learn 
From Nature (D) 
Test It But Don’t Break It (D) 
New Power on the Production 
Line (D) 
What Industrial Adhesives Can 
Do (D) 


The Telephone Grows Up (D) 


Training 


(See also Communication: 
tion; Safety) 


Careless Handling: Industry’s 
No. 1 Injury Problem ...... 
Why Delegation Goes Wrong. . 
Are Your Subordinates Afraid 
to Make Mistakes? ........ 
The Supervisor’s Three Tough-. 
est Communication  Prob- 
lems: No. 2 Training ...... 


-~ Memo to a New Supervisor... 


The Emerging Blue-Collar Elite 
(D) 


What It Takes to Make Training 


Training: Do You Know Your 
Goals? 
Bring Out the Best in Younger 
Workers 
The Maintenance Costs You 
Shouldn’t Have (D) 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Jun. 


Sep. 
Sep. 


Oct. 
Oct. 


Nov. 
Dec. 


Dec. 


Jan. 


Feb. 


Mar. 


Apr. 


Jul. 
Sep. 


Jan. 
Feb. 


Mar. 


Mar. 


17 


22 
50 


18 
40 
26 


41 


54 


51 
50 


50° 


44 
54 


Delega- 


43 


on 
Jan. 40 
Jan. 48 
Jan. 51 
Feb. 22 
Feb. 40 
Mar. 41 
Apr. 13 
Apr. 53 = 
May 39 
May 3 
Jun. 22 | 
Jun. 52 = 
Jul. 26 
Aug. 20 
Aug. 51 
Nov. 14 18 
Nov. 54 4 
12 
Dec. 18 
| 
Apr. 23 
May 10 
May 
4 
May 46 
Jun. 10 
Jun. 17 
Jun. 
|| Jul. 50 


Ten. Costs You Can Reduce a Writing 


Through Better Planning ... Aug. 10 — 
The Price of Poor Housekeeping Aug. 15 (See also Communication) 
Individualize Your Safety Train- Five Keys to Better Letter Writ- 
Give New Assignments to Cre- Je im 
ate New Incentive ......... Sep. 13 Make Your Reports Talk For 
ple to Sep. 35 
The Second in Command (D). Sep. 48 
Six Ways to Speed Employee . ars 
Learning Nae (D) Aug. 
: Some Tips on Writing Better 
Women Workers Reports Sep. 
‘The Third Musketeer (C).... May 29 How to Write a Job Reference ~ 
Tips on Temporaries ........ Jun. 14 0) Oct. 
New Light On the Woman . | The Five Basic Elements of Re-. 
(A)—Arbitration Case; (D)—Digest; (C)—Case 
Authors 
ALLDREDGE, EVERETT O. Paperwork Management: How Well Do You Rate?. ...Oct. 
ANASTASI, JR., THOMAS E. Five Keys to Better Letter Writing. ......0seeeeaee Jan. 
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AUERBACH, SYLVIA. Tips on Jun. 
AUGER, B. Y. Make Those Meetings Pay Oct. 
Meetings: Make Your Participation Nov. 
BAKER, ALAN. Give New Assignments to’'Create New Incentive........... 
BARNAKO, FRANK R. How to Make a Job Safety Analysis........... en eawenes Feb. 
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HuGuHes, Harry S. It’s All In How You Play the Game.................... Aug. 4 
JOHNSTON, FRANK M. Four Steps to Better Grievance Handling.............. Oct. 24 
Lewis, Ropert E. Are Your Subordinates Afraid to Make Mistakes?........ Mar. 18 
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MEYER, ROGER J. Why Children Have Accidents..............0e2eeeeeeees Apr. 31 
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MorGan, JOHN S. The Supervisor’s Three Toughest Communication Problems: 

The Supervisor’s Three Toughest Communication Problems: 

The Supervisor’s Three Toughest Communication Problems: | 
NEELY, FRANK HENRY. Discipline Is a State of Mind...............2....0008 May 14 
Nuccio, SAL R. How Much Is Your Social Security Card Worth?............ May 35 
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The Gripes of Wrath: Six Ways of Mishandling Grievances.............. Jul. 17 
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——tThe Abrupt Discharge Mar. 21 
—tThe Silent Contract.......... Sep. 17 

VALENTINE, RAYMOND F. What the Supervisor Should Know About Company 
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WEBSTER, Eric. Need More Time? Here’s Where to Find It}. ................ Jan. 4 

How to Put Ideas to Work: Part I................ Jul. 4 
——_—How to Get the Ideas You Need. Aug. 20 
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